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About this Document 
 
 
The purpose of this guide is to assist the users to understand how to perform all their business 
functions using the newly implemented Inspection application built on the new Siebel Technology 
platform. 
 
Inspection project of Dubai customs aims at implementing Inspection application for the Inspection 
Department by using Siebel Public Sector components.  
 
Following are the high level booking processes - 

1. Initiate Inspection (CDM Identified and Cleared Declarations) 
2. Payment 
3. Submit and Track Requests 
4. Initiate Truck Release 

 
This document provides the definition of common terms and conditions applicable and brief 
overview of booking processes. It also describes the common Siebel functions that are customized 
only for Inspection Application. It is prerequisite for the users to know regarding how to use Siebel.  
 

All the workarounds that users should follow while using the application is also explained in the 
document. This document is intended for clients who will use the services of Dubai Customs clients. 
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1 Introduction 
 
In order to meet its strategic objectives of being a world leading customs organization, Dubai 
Customs intends to implement the Inspection application to meet and even exceed the current 
World Customs Organization standards. 
 
Inspection Application aims at facilitating a smooth and effective functioning of Inspection 
department by providing a platform to meet end-to-end Inspection process on the consignments 
that crosses the border via different channels. 
 
The purpose of this guide is to assist the clients who will use the services of Dubai Customs clients. 
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2 Business Objective  

Through the Inspection Application, following business objectives are ensured: 

 To provide better customer service 
 Modernize operations with advanced case management tools 
 To offer an integrated IT platform to multiple applications within Dubai Customs 
 Implement a paperless environment. 
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3 Common Inspection Terms and Definitions 

3.1 What is a Declaration? 
Customs Declaration / Declaration: The term “Customs declaration” means the goods 
declaration or the declaration submitted by the importer or his representative describing the 
elements identifying the declared goods and quantity thereof in details according to the 
provisions of Customs Law. 

3.2 What is CDM identified Declaration? 
These are the declarations that are identified by Customs Declaration management (CDM) for 
Inspection. Unless the Inspection is completed the goods cannot enter or exit the country 

3.3 What is an Inspection Request? 
Inspection process starts with booking activity. Inspection Requests are raised for those 
declarations which are not cleared by Dubai Customs and are identified by CDM for Inspection 
or for cleared Declaration initiated by client for refund or issuing exit-entry certificates. 
Client can initiate Inspection using Dubai trade portal (www.dubaitrade.ae) or raise a 
booking request at the Dubai Customs office. Bureau Officer will raise a request on behalf of 
the customer and collects the payment of Inspection 

3.4 What is a Truck Release Request? 
Truck Release Requests are raised to track release of trucks by Inspections, for those 
declarations which have their exit point or their Port of Loading as Hatta. Registered 
customers can initiate a request by visiting Dubai trade portal (www. Dubaitrade.ae) and or 
raise a request at the Dubai Customs office.  
 
 

3.5 What is Demand Notice? 
This is a formal bill given too customer for the payment against the Inspection Request. This 
consists of detailed break up of all Inspection Charges for a request. 
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4 Processes 

4.1 Booking, Planning and Inspection Process 
 

Process Overview 

The following description briefly conveys the purpose and boundary of the Booking, Planning 
and Inspection Process 

 

Inspection process starts with booking activity. Inspection Requests are raised for those 
declarations which are not cleared by Dubai Customs and are identified by CDM for 
Inspection.  
 
For undergoing this process registered customer can initiate a new request by visiting Dubai 
trade portal (www. Dubaitrade.ae) and submit by making necessary payments. Customer can 
pay either using an e-pay or through their credit account.  
 
Non-registered clients can initiate an inspection by visiting Dubai Customs office. Here 
Bureau Officer will raise and submit the request on behalf of the customer. Customer will 
have an option to pay only by Cash here 
 

4.2 Truck Release Process 
Process Overview 
The following description briefly conveys the purpose and boundary of the truck release 

process 
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Truck Release Requests are raised to track release of trucks by Inspections, for those 
declarations which have their exit point or their Port of Loading as Hatta.  
 
For undergoing this process registered customer can initiate a new request by visiting Dubai 
trade portal (www. Dubaitrade.ae) and submit by making necessary payments. Customer can 
pay either using an e-pay or through their credit account.  
 
Non-registered clients can initiate requests by visiting Dubai Customs office. Here Bureau 
Officer will raise and submit the request on behalf of the customer. Customer will have an 
option to pay by Cash here 
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5 Process Activities 

5.1 Create Inspection Request by registered client on Dubai 
Trade Portal 

5.1.1 Create Inspection request 

 Client will create Inspection request for the declaration. 
 Client enters necessary information to the Inspection request 
 Client uploads  document (if any) and notes if required and saves the request for further 

processing 
 Client then submit post necessary payments 

 
  
Working with the system 
 

 For Declaration with status “Clear with Inspection” 
 
1. Login to the Dubai Trade Portal using following Link: www.Dubaitrade.ae. 

 
 
2. Click on “Login” button available at the right most corner of the webpage. Application will 

navigate the client to a view as displayed below 
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3. Click on “Inspection Request” on the left hand side of the web page. Application will display  

Initiate Inspection: This is to create a new Inspection for declaration identified by CDM 
Initiate Inspection- Cleared Declaration: This is to create a new Inspection for declaration that 
is cleared 
Initiate Follow up Inspection: This is to create a new booking request for an additional booking 
for Transit related declarations(101,103) 
Track Request: This link will enable the client to track all Inspection request submitted or 
created 

 
 

4. Click on “Initiate Inspection”. Application would navigate users to “Terms and Conditions” 
page. 
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5. Application displays the declarations numbers associated to the registered client.  

 
 

 
6. Click on “Query” button and enter the required Declaration number in the “Declaration 

Number” field. Then Click on “Go”. Declaration Number gets displayed 
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7. Click on “Validate” button. Application would auto populate ‘Cargo Type”, “Regime Type”, 
“Cargo Channel” fields 

 
 

Clicking on Validate button will populate the Cargo Channel and Regime Type from 
Declaration system. 
 
 
8. Click on “Initiate Inspection” button. Application Navigates the user to the Inspection booking 

Form details  
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The complete field references and description are listed below. 
 

Field  Description 
Booking Reference 
Number 

Auto populated 

Initiation Date Auto populated 

Request Type “Normal” = General planning and confirmation 
“Urgent “ = For urgent planning and confirmation 

Inspection Location 
Type 

“Customs Area” = If the Inspection is to be conducted within Dubai 
Customs Premises 
“Outside Customs Area” = If the inspection is to be conducted 
outside the Dubai Customs Premises 
 

Outside Location Mandatory if the Inspection Location type= “Outside Customs 
Area”  
Pick applet to choose the following values 
Location 
Weight 
Number of trucks 

Address Mandatory if the Inspection Location type= “Outside Customs 
Area”. 

Map URL or the detail of location 

Declarant Reference 
Number 

Unique job number of the declaration 

Declaration Number Read only. Unique Number  of the declaration associated to the 
Booking request  

Owner Name Read only. Name of the owner  of the declaration associated to the 
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Booking request 

Declaration Status Read only. Status of the declaration associated to the Booking 
request 

Declaration Type Read only. Unique Type  of the declaration associated to the 
Booking request 

CDM Remarks Read only. Remarks provided by the CDM (customs Declaration 
Management) 

Representative Name Mandatory. Name of representative who shall be present at the 
time of Inspection 

Contact Number Mandatory .Contact Number of the Owner or the representative  

Contact Email Mandatory. Contact Email address of the Owner or the 
representative 

Mobile Number Mandatory. Contact Number of the Owner or the representative 

Seal required Check box. Flag “Y” or “N” 
To be updated only if Seals are required 

Number of Seals Editable if the ‘Seal required’ flag is “Y” 
For Declaration with container details, this field would default to 
Number of Containers OR ELSE default o “1” 

Status Read Only. Status of the Booking request would be “Draft” 

Sub Status Read Only. Sub status of the Booking request 
 
9. Enter the Booking Form details and click on Save 

Mandatory fields are marked in Red(*) Asterix. Please enter all the mandatory 
details to proceed. 
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10. Navigate to Goods Details Tab. Application display either the Container details or the Marks & 

Numbers details 

 
 

11. Enter the Preferred Dates- Date1, Date 2and Date 3 and click on Save. In case of multiple 
records, use Select All to choose all records in containers/M&N and then Group dates to enter 
dates/slots for all 

 
 
12. Enter the Preferred Slots – Slot 1, Slot 2, and Slot 3, Additional Preferred Slot and click  on Save 

 
 

 Tip: Preferred Date 1, Preferred Slot and Additional Preferred Slot are mandatory fields 
and user cannot submit the booking without entering these details 
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13. Navigate to “Attachment” tab and click on “New” to upload a document. 

 
 
14. Browse the required document and click on “Save” 

 
 
 
15. Select the required value the “Document Title”.  



   

 
To be one of the leading Customs administrations in the world, supporting legitimate trade 

 

PDD_CCD_INSPECTION_DT_ClientV1.51.5 Page 17 of 94 
                                                                              
                                                                    

 
 
16. Navigate to “Notes” and click on “New” to associate a note/comments or special remarks to 

the Inspection request. System will auto populate  
“Type” = Note 
“Created” = Today’s Date 
“Created by” = User id of the creator 

 
 
17. Enter the Description and click on “Save” 
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18. Click in “Next”. If the booking request meets the criteria of payment collection then user shall 
be displayed with appropriate fees as mentioned in the below. Application would navigate the 
user to “Inspection Fees” screen. Respective Charge Type, Amount and the Total Amount shall 
be populated 

Field  Description 
Inspection Charges This fees would be applicable for Cleared Declarations 

Stamping Fees This fees would be applicable if the user checks the “Stamping 
fees” as Y 

Urgent Fees This fees would be applicable if the user has requested for Urgent 
Inspection 

Sealing Fees This fees would be applicable if the user has requested for Sealing 

Outside Inspection 
Charges 

This fees would be applicable if the user has requested for 
“Outside Inspection” 

Knowledge Dirham This fees would be applicable for every transaction  
 



   

 
To be one of the leading Customs administrations in the world, supporting legitimate trade 

 

PDD_CCD_INSPECTION_DT_ClientV1.51.5 Page 19 of 94 
                                                                              
                                                                    

 
 
19. Select the “Payment mode”.  
 
If Payment Mode= Credit Account 
 

a. Select the payment mode as “Credit account” from the dropdown and click on Save. 
Application saves the value entered. Application will enable the “Credit Account” field 

 
b. Click on the glyph in the Credit account field. Application will open a new window and 

display the credit account number associated to the registered user 
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c. Select the required credit account number and click on OK. Application displays the 

credit account number and enables the “Make Payment” button 
 

The list of applicable credit accounts will be auto-populated. 
 

 
d. Click on “Make Payment” button. Upon successful transaction completion, application 

will update the status as “Authorized”. Application enables the “Submit” button 
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e. Click on “Submit”. Application navigates the user to confirmation page and assigns the 

request to Dubai Customs 
 

 
 
If Payment Mode= E-pay 
 

a. Select the payment mode as “E-pay” from the dropdown and click on Save. Application 
saves the value entered and enables the “Make Payment” button 
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b. Click on “Make Payment”. User shall be navigating to new screen.  
c. Click on “Make payment again. Application will display the a new page below 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Select the Payment mode and enter other details and complete the transaction. Upon 
successful transaction completion, application navigates the use back to booking 
request details. It will update the status as “Authorized”. Application enables the 
“Submit” button 
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a. If the Payment transaction fails, the application will display status as “Failure”  
b. Application  will display the remarks in “exception Remarks” field 
 
 

Click on “Submit”. Application navigates the user to confirmation page and assigns the 
request to Dubai Customs 

 
 
 
 
 

 

 Tip:  
a.  No “Inspection charges” would be generated for CDM identified declarations 
a. Mandatory fields mentioned in step 9 cannot be left blank.  
b. If the declaration has container details, and if the user checks the “Sealing” flag as “Y” 

then “No of Seals” is populated with a default value that equals to number of container 
 
Working with the system 



   

 
To be one of the leading Customs administrations in the world, supporting legitimate trade 

 

PDD_CCD_INSPECTION_DT_ClientV1.51.5 Page 24 of 94 
                                                                              
                                                                    

 
 For Declaration with status “Cleared with Inspection” but which are not available in the 

list (which had bypassed the CDM system). 
 

1. Login to the Application using the credentials and click on “GO”. Application would navigate 
the user to “My Links” 
 

 
 
2. Click on “Inspection Request” on the left hand side of the web page. Application will display 

the sub links as below  
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3. Click on “Initiate Inspection”.  
 

 
 
4. Click on New. 

 
 
 
 
 
 
 
 
 
 
 
5. Enter the value for the declaration and click Save  
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6. Click on Validate and Initiate Inspection to proceed. Booking Request will be created. 
Rest of the process is as existing as for normal CDM requests 
 
 
 
Working with the system 
 

 For Declaration with status “Cleared” 
 

1. Login to the Application using the credentials and click on “GO”. Application would navigate 
the user to “My Links” 

 
 

2. Navigate to “Inspection Request” screen and then to “Initiate Inspection-Cleared Declaration” 
view 
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3. Click on “New” and enter the declaration Number in the “Declaration Number” field 
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4. Click on “Validate” button. Application would auto populate ‘Cargo Type”, “Regime Type”, 
“Cargo Channel” fields 

 
 
5. Click on “Initiate Inspection” button. Application Navigates the user to the Inspection booking 

Form details 
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6. Enter the Booking Form details and click on Save 

 
7. Navigate to Goods Details Tab. Application display either the Container details or the Marks & 

Numbers details. Enter the Preferred Dates- Date1, Date 2and Date 3 and click on Save. In case 
of multiple records, use Select All to choose all records in containers/M&N and then Group 
dates to enter dates/slots for all. 
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 Tip: Preferred Date 1, Preferred Slot and Additional Preferred Slot are mandatory fields 
and user cannot submit the booking without entering these details 

 
8. Add Attachments, Notes as applicable. 
9. Click in “Next”. Application shall navigate the user to “Inspection Fees” .Respective Charge 

Type, Amount and the Total Amount would be populated under “Inspection Fees” tab 

 
10. Click on “Confirm Payment”. The Status of the payment gets updated to “Authorized” 

 
11. Click on “Submit”. Status of booking request changes to “Submitted”. The Booking request will 

get assigned to the Planner. 
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5.1.2 Create Follow up Inspection Request – Transit 

 Client creates a follow up Inspection request for transit declarations(101,103).  
 

Working with the system 
 
1. Login to the Application using the credentials and click on “GO”. Application would navigate 

the user to “My Links” 
 
2. Navigate to “Initiate Request” screen. Application would navigate the user to “CDM identified” 

view 
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3. Click on the Initiate Followup Inspection link. Query option for Decl reference or Booking 
reference  is provided 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Automatic follow up request : System will ask inspection charges for CDM Identify declaration if 
user selected Follow up check box. 
 

Automatic Follow Up : -> 
 

 
 
Manual Follow : - >  
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4. Query for the BR or the declaration reference for which a follow up booking needs to be 
done 

 
 
 
5.Query results are displayed. Click on Initiate Inspection. Additional booking request is 
created.  
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6. Booking Request details are displayed 
Update Inspection Centre and section and other details 
 

 
 
 
Rest of the process is similar to that of a normal booking request. 
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5.1.3 Create Inspection for Multiple Declarations. 

 Client creates an Inspection request for multiple declarations.  
 
Working with the system 
 

 For Declaration with status “Cleared with Inspection” 
 
5. Login to the Application using the credentials and click on “GO”. Application would navigate 

the user to “My Links” 
 
6. Navigate to “Initiate Request” screen. Application would navigate the user to “CDM identified” 

view 
 
7. Click on “Query” button and enter the Declaration number in the “Declaration Number” field. 

Then Click on “Go”. Declaration Number gets displayed 
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8. Click on “Validate” button. Application would auto populate “Regime Type”, “Cargo Channel” 
fields 

 
 
9. Click on Associate Multiple Declaration flag as ‘Y’. 

 
 

10. Repeat the steps from 3 till 5 and then Click on “Initiate Inspection”. Navigates the user to the 
Inspection booking Form details 
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Field  Description 
Booking Reference 
Number 

Auto populated 

Initiation Date Auto populated 

Request Type “Normal” = General planning and confirmation 
“Urgent “ = For urgent planning and confirmation 

Inspection Location 
Type 

“Customs Area” = If the Inspection is to be conducted within Dubai 
Customs Premises 
“Outside Customs Area” = If the inspection is to be conducted 
outside the Dubai Customs Premises 
 

Outside Location Mandatory if the Inspection Location type= “Outside Customs 
Area” .  
Pick applet to choose the following values 
Location 
Weight 
Number of trucks 

Address Mandatory if the Inspection Location type= “Outside Customs 
Area”. 

Map URL or the detail of location 

Declarant Reference 
Number 

Unique job number of the declaration 

Declaration Number Read only. Unique Number  of the declaration associated to the 
Booking request  

Owner Name Read only. Name of the owner  of the declaration associated to the 
Booking request 

Declaration Status Read only. Status of the declaration associated to the Booking 
request 
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Declaration Type Read only. Unique Type  of the declaration associated to the 
Booking request 

CDM Remarks Read only. Remarks provided by the CDM (customs Declaration 
Management) 

Representative Name Mandatory. Name of representative who shall be present at the 
time of Inspection 

Contact Number Mandatory .Contact Number of the Owner or the representative  

Contact Email Mandatory. Contact Email address of the Owner or the 
representative 

Mobile Number Mandatory. Contact Number of the Owner or the representative 

Seal required Check box. Flag “Y” or “N” 
To be updated only if Seals are required 

Number of Seals Editable if the ‘Seal required’ flag is “Y” 
For Declaration with container details, this field would default to 
Number of Containers OR ELSE default o “1” 

Status Read Only. Status of the Booking request would be “Draft” 

Sub Status Read Only. Sub status of the Booking request 
 
11. Enter the Booking Form details 

 
 

12. Enter the Preferred Dates- Date1, Date 2and Date 3 
13. Enter the Preferred Slots – Slot 1, Slot 2, and Slot 3, Additional Preferred Slot 
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14. Upload attachment for each declaration under “Declaration” tab and click on “Save”. 

 
15. Click in “Next”. Application shall navigate the user to “Inspection Fees” .Respective Charge 

Type, Amount and the Total Amount would be populated under “Inspection Fees” tab if 
applicable. 
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16. Click on “Confirm Payment”. The Status of the payment gets updated to “Authorized” 

 
 

For Cleared declaration inspection charges is 100 AED. 
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17. Similarly Confirm the payment for all declarations 
 

18. Click on Submit. Application changes the status to “Submitted” and assigns the request to 
planner. 

 

 
 

19. Confirmation page displays the details. 
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Working with the system 

 
 For Declaration with status “Cleared” 

 
1. Login to the Application using the credentials and click on “GO”. Application would navigate 

the user to “My Links” 
 

2. Navigate to “Initiate Request” screen and then to “Cleared Declaration” view 
 

3. Click on “New” and enter the declaration Number in the “Declaration Number” field 
 

4. Click on “Validate” button. Application would auto populate ‘Cargo Type”, “Regime Type”, 
“Cargo Channel” fields 

 
5. Click on Associate Multiple Declaration flag as ‘Y’.  

 
6. Repeat the steps from 3 till 5 and then Click on “Initiate Inspection”. Navigates the user to the 

Inspection booking Form details 
 

7. Click in “Validate Payment”. Application shall navigate the user to “Inspection Fees” 
.Respective 

 
8. Charge Type, Amount and the Total Amount would be populated under “Inspection Fees” tab 

 
9. Click on “Confirm Payment”. The Status of the payment gets updated to “Authorized” 

 
10. Similarly Confirm the payment for all declarations 

 
11. Click on Submit. Application changes the status to “Submitted” and assigns the request to 

planner 
 

 Tip: Sealing fees if requested for multiple declarations would be generated separately for a 
booking request and shall be visible under the Sealing tab 
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For booking request with Multiple Declaration, User would upload document for each 
declaration and not for a booking request 
 
1. Navigate to “Declaration” Tab and then to “Attachment” screen. Select the Declaration 

Number and click on “New” 
2. Click on glyph  and browse the document and click on “Add”  
 

Select the required value the “Document Title” and then click on “Sav 
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5.1.4 Create Inspection request for Outside Inspection- 

 Client will create Outside Inspection request for the declaration. 
 Client enters necessary information to the Inspection request 
 Client uploads  document (if any) and notes if required and saves the request for further 

processing 
 Client then submit post indicating the mode of payment 

  
Working with the system 
 
If the Location type= “Outside Customs Area” then user has to fill the following details 

a) Location 
b) Weight 
c) Number of trucks 

These indicate the Outside Inspection charges. 
 
1. Initiate a new Inspection request (CDM or Cleared) 

 
2. Enter Booking form details 
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3. Select the Inspection Location Type as “Outside Customs Area” 

 
4. Click on glyph  in the “Outside Location Field” . Application shall open and new form to the 

user 
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5. Select the desired combination of “Location”, “Weight” and “No of Trucks” from the pop up. 

Click on ‘OK’ to select a value. Click Save to save the record. 

 
6. Enter the value in “Address” field and click on Save 
7. Enter the value in “Map” field and click on Save 
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8. Add Preferred Date and Preferred slot, attachments and Notes if any. 

 
9. Click on “Next”. Application would navigate the user to “Inspection Fees” screen. Respective 

Charge Type, Amount and the Total Amount shall be populated 
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10. Select the mode of Payment and click on Save. Application shall enable the submit button 

 
11. Application shall navigate the user to the confirmation page. The Inspection request will be 

assigned to the Dubai Customs for approval and confirmation of Payment. 
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5.1.5 View/Track confirmed Booking Request 

 To track the progress of Inspection request.  
 To view the request at any point of time.. 

 
Working with the system 
1. Navigate to “Track Request” link 

 

 
 

2. Click on “Query” – Enter the applicable parameters for the query 
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3. Application displays the booking request that was queried. 
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4. Click on view confirmation details to generate a report / receipt of booking request 
confirmation. 

 
5. Application displays the receipt in printable format. 
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5.1.6 Make payment for Outside Inspection – 

 To make payment for Outside Inspection after approval of Outside Inspection request by 
Dubai Customs.  

 This process is applicable only for Payment Mode = e-pay. 
 
Working with the system 
1. Navigate to “Track Request” link 

 
2. Query for the booking request that is applicable for the payment. Application would display the 

Inspection request in Status- “Scheduled”, Sub Status –“Payment Not received”.  

 
3. “Make Payment” button will be enabled. 



   

 
To be one of the leading Customs administrations in the world, supporting legitimate trade 

 

PDD_CCD_INSPECTION_DT_ClientV1.51.5 Page 54 of 94 
                                                                              
                                                                    

 
 

4. Click on “Make Payment” button 
 

 
 

5. Make the payment. Application updates the status to “Authorized” and enables the “Submit” 
button. 
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6. Click on Submit button 

 
7. Application changes the status of request to “Scheduled” and Sub Status to “Confirmed”. 
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5.1.7 Reschedule an Inspection Request. 

 To reschedule any planned Inspection requests. 
 
Working with the system 
1. Navigate to “Track Request” link 
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2. Query for the booking request that needs to be rescheduled. The Inspection request in 
Status- “Scheduled” and Sub Status -“Confirmed” is eligible for reschedule. 

 
3. Application displays the queried booking request.  Click on “Reschedule Request” button. 
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4. Application would navigate the user to booking Form details. “Change Dates” button under the 

group tab will be enabled. 

 
5. Click on “Change Dates” button. Application shall open a new window to enter new the 

“Preferred dates” and Preferred Slots”. 
Enter Preferred Dates and Time and click on “Save” button. Click on “OK” button. 
Application will copy the new dates and time under “Goods Details” screen. 
“Confirmed Start Time” and “Confirmed End time” would be become blank. 
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6. Click on “Next” button. 

 
7. Application prompts warning message to the user. Click on “OK”. 

 
 

8. Here, is no payment is schedule for reschedule inspection booking . 
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9. Click on Next. The application changes the status of Inspection request to “Submitted” and Sub 
Status to “Rescheduled”. 

 
 

 
 
 
 

5.1.8 Reschedule an Inspection Request (Multiple Declaration) 

 To reschedule any planned Inspection requests. 
 
Working with the system 
1. Navigate to “Track Request” link 

 
2. Query and select the applicable booking request. 
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3. Click on “Reschedule Request” button. The “Reschedule Request” will be enabled when Status 

= “Scheduled” and Sub Status = “Confirmed”. 
4. Application would navigate the user to booking Form details. “Preferred Date and Preferred 

Slots” and “Contact Details” would be enabled 

 
 

5. Application would navigate the user to payment screen if reschedule request meets the criteria 
of Payment or else the request gets submitted. Click on “Next” button 
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6. Application assigning the request to Dubai Customs for further processing. 

 
 

 
 

7. Payment Matrix criteria for Reschedule of Inspection request 
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5.1.9 View and Reschedule Suspended Inspection Request 

 To reschedule any Inspection requests those are “Suspended” as an Outcome of Inspection. 
 This activity is done while Inspecting the goods. 

 
Working with the system 
1. Navigate to “Track Request” link 

 

 
 

2. Query and select the applicable booking request. Application would display the Inspection 
request in Status- “Initiate Reschedule” and Sub Status” “Suspended”. “Reschedule Button” 
will be enabled 
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3. Click on “Reschedule button”. Application will navigate to Booking request form 

 
4. Change the dates in “Goods Details” using the “Change Dates” button. Click on “Next” 
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5. Application would navigate the user to payment screen if reschedule request meets the criteria 

of Payment  
6. Once the request is submitted, Inspection request is “Submitted” and Sub Status is 

“Rescheduled”. 

 
 
 
 

5.1.10 View Suspended Request (Non Payment)  

 This activity is applicable when Inspection request is “Suspended” due to Non-Payment of 
applicable inspection fee on time. 
 

Working with the system 
1. Navigate to “Track Request” link 
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2. Query for the applicable booking request and click on “Go” 

 
3. Application would display the request in  “Suspended” and “Payment not received” 
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5.1.11 Cancel Inspection Request 

 
 This activity is applicable to “Cleared” Declaration Only. 

 
Working with the system 
1. Navigate to “Track Request” link 
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2. Query for the Booking Request. 

 
3. Click on “Cancel” Request button. 

 
4. Application prompts a waning message to the user. 
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5. Click on “OK”. Application would update the status of the Booking request “Cancelled” and sub 

status “Client” upon clicking on OK 

 
 
 

Cancellation cannot be done once Inspection is started for the Booking request 
 

5.2 Create Truck Release Request by registered Client 

5.2.1 Create Truck Release request 

 Client will create truck release request for the declaration. 
 Client enters necessary information for the request 
 Client uploads  document (if any) and notes if required and saves the request 
 Client then submit post necessary payments 

 
  
Working with the system 
 
 
1. Login to the Dubai Trade Portal using following Link: www.Dubaitrade.ae. Enter User ID and 

Password and click ‘Sign In” button  
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2. Click on the “Inspection Request” link and then on the “Truck Release Request” link  
 

 
 
 
 
 
 

3. View client’s list of requests and click on New 
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4. View the declaration number entry page  
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Truck Requests are to be allowed for only those declarations in status Cleared/Cleared 
with Inspection. Else a Message is given “Truck release request cannot be initiated for the declaration 
in the current status”. 

Truck Requests are to be allowed for only those declarations from Hatta. Message: 
“Truck release request can be initiated only for Hatta declarations. Please check the Port of Discharge 
/Exit Point and initiate amendment accordingly”. 

 If a  truck release request is already existing for the declaration and is closed or 
released(ie truck release is done for the declaration), a message is given: “Goods have already been 
released against this declaration on <Truck Released Date>.  

If a  truck release request is already existing for the declaration and is Not(closed or 
released) “An open truck release request already exists for this declaration. Please use the track 
option to check for the existing request.” 

 
5. Enter the required Declaration number in the “Declaration Number” field. Click on “Initiate 

Inspection” button  
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6. View the Request Form details . Navigate to the Truck Number tab and Click New  

 
 

7. View the Entry Applet for the truck number  
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 Inspection section, Representative Name, mobile number shall be mandatory for all 
truck release requests(Validated on ‘next’ button).' Please enter the mandatory fields as indicated 
for the request’ 
 
8. Enter the truck number without spaces and special characters and Click Save. 

 Sample Truck Number format can be” DUBAI32121” 
 

 

 

 The truck numbers as part of the truck request should not have any spaces/special 
characters. Else a message is displayed 'Please enter the truck number without any spaces/special 
characters.' 
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 Duplicate entries for the truck number will not be allowed. A message will be given 
'The same truck number already exists. Please enter another valid truck number. 
 

 
9. View the truck number in the request  

 
 

 Validation is done to ensure at least one truck number is entered in the request. ' 
Please enter at least one truck number in the truck details view to proceed.’ 

 
10. Click on “Seal Required” as ‘Y’  
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11. Click “Save”, check quantity of seals and Click Save again 
 

 
12. Update the fields for Representative name and mobile number  

 
13. Navigate to “Attachment” tab and click on “New” to upload a document.  
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14. Click on the pick to associate a document  

 
15. Browse the required document and click “Add”  
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16. Select the required value the “Document Title” and Save  

 
17. View the attachment record  
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18. Navigate to “Notes” and click on “New” to associate a note/comments or special remarks to 

the Inspection request  

 
19.  Enter the Description and click on “Save”  
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20. View the Notes record. Application will auto populate “Type” = Note, “Created” = Today’s Date 

“Created by” = User id of the creator 
  

 
21. Click on “Next”.  
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22. Verify the payment records. Respective Charge Type, Amount and the Total Amount shall be 

displayed to the user  

 
23. Select the payment mode as “Credit Account ” from the dropdown and click on “Save”  
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24. Click on the glyph in the Credit account field and Select the required credit account number 

and click on “OK”.  

 
25. Click on “Make Payment” button  
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26. Verify status of Payment as Authorized  and Submit the request 

 
 

27. View Confirmation  
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28. Click on Print Request  

 

5.2.2 Track Truck Release request 

 Client will query for the truck release request using the declaration no/ truck release ref 
no. 

 Client will be able to drill down on the request 
 Client will be able to update truck number information for the request if it is in submitted 

status 
  Client will be able to print the request details 
 Client will be able to cancel the request if it is in submitted status 

  
Working with the system 
 
 
1. Login to the Dubai Trade Portal using following Link: www.Dubaitrade.ae. Enter User ID and 

Password and click ‘Sign In” button  
2. Click on the “Truck Release Request” link  
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3. View client’s list of requests and click Query 

 
4. Enter declaration number and Click Go  
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5. Verify Query Result. Drill down of the record  

 
6. View Request. Click on Edit to update the truck number  
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7. Click on Print Request if the request needs to be printed 

 
8. Click on Cancel Request if the request needs to be cancelled and verify if status is Cancelled  
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 When trying to cancel a TR request after submission, a pop up message  needs to be 
provided “Please note that the Truck Release Request will be Cancelled. Click on Ok to proceed 
and Cancel to revert.” 

 

5.3 Initiate Inspection Service request by Client 
If client requires his goods to be inspected before declaration, he/she can request Dubai Customs 
to provide Inspectors for inspecting his/her goods. 

 

 Client will create the Inspection Service request based on Manifest, Airway Bill, IPT, etc.,. 
 Client enters necessary information for the request 
 Client uploads  document (if any) and notes if required and saves the request 
 Client then submit post necessary payments 

 
  
Working with the system 
 
 
1. Login to the Dubai Trade Portal using following Link: www.Dubaitrade.ae. Enter User ID and 

Password and click ‘Sign In” button  
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2. Click on the “Inspection Request” link and then on the “Initiate Service Request” link  
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3. Click on the “Create Service Request” link. 
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4. Client enters necessary information for the request such as Reference Document, Inspection 
Centre & Section, Preferred Dates and Contact Details. 
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5. Client uploads  document (if any) and notes if required and saves the request. 
 

 
 
 

6. Client then submit post necessary payments 
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